INSTRUCTIONS FOR THE CAMPAIGN FINANCE E-FILING SYSTEM

Getting to the Commission’s Electronic Filing System
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1. This page is the Commission’s home page, www.maine.gov/ethics. It is your
gateway to the e-filing system and to all information, notices, and guides that
the Commission publishes.

2.  To get to the Commission’s electronic filing system, click at the
bottom of the left navigational bar.
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Logging into the E-Filing System
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@ Public Home Page
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This is the screen where you will sign in to access your e-filing homepage.

Type in the candidate user ID and password that we sent you in the mail.
These fields are not case sensitive, so it doesn’t matter if you type in capital
letters or lower case letters.

The “Public Home Page” link will take you to the public access page where all
campaign finance information filed by the candidates, political parties, and PACs
can be viewed.




Your Home Page in the E-Filing System

2 Welcome to the Public Campaign Finance Page for the State of Maine - Microsoft Internet Explorer
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Welcome to the Campaign Finance Electronic Filing System Site
® Menu © Home = Help % Logout © Change Password
5/15/2006
Home Page tor Mr. John Q. Candidate
CAMPAIGN YEAR 2006
REPORT TYPE REPORTIMNG PERIOD DUE DATE DATE FILED STATUS LAST MODIFIED
Candidate Registration
6-Day Pre-Primary 117372004 to 6/1/2006 6f/7f2006
42-Day Post-Primary 6/2/2006 to 7/18/2006 7/25/2006
6-Day Pre-General 7/19/2006 to 10/26/2006 11/1/2006
42-Day Post-General 1042772006 to 1241272006 12/19/2006
24-Hr Report of Late Contributions and Expenditures NS MULTIPLE
Please click on the following buttons to Download schedule informations in excel format.
[ Download Contribution A J L Download Contribution M] L Download Expenditure B J
g“l é Q Internet

This is your homepage. It is your base of operations for accessing and filing
your campaign finance reports through the election cycle.

All the reports that you have to file are listed on this page.

Use the buttons on the top menu bar to navigate around the e-filing system.

© Help & Logout # Change Password
v v v v v
When you’re in a | Click here to Under Click here to Click this if you want to change your
report, use this get back to log out. password. We recommend that you
button to your home do.
navigate within page.
the report.
Construction




The Report Menu

<2 Welcome to the Public Campaign Finance Page for the State of Maine - Microsoft Internet Explorer,

File Edt ‘ew Favorites Tools Help Lirks ' Ethics Cornm ‘ Maine . gav ‘ Agendies @'] MRSA @i] Title 21-& ‘ Agency Rules ‘ Ind. Ag. Rules .Q Google ||','
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st bbbttt bSO, e, r
. The Cover Page has
‘T“lm Q. C““d.‘d"‘te information about
6-Day Ple:Pl 111};11}- ) you, your treasurer,
Campaign Year 2006 and political
committee.
Select one Schedule at a time to either enter new transactions or to am eviously entered transactions. All
information will he stored and the report will be “in-progress™ until @ the report. You may also use this page to
view or print Schedules.
Status: In-Progress
[0 selectall Amended
[0 cover Page .
Select M this
O Interest Earned « schedule to enter
=> Schedule & Cash Contributions one total for interest
O Schedule A-1 In Kind Contributions earned during the
reporting period.
O Schedule B Expenditures P ap
O Schedule € LoansfLoan Repayments
O Schedule D Unpaid Debts And Obligations
| Schedule E Campaign Equipment/Property Inventory
O Schedule F Summary Section )
Schedule F is the
summary of all the
information from the
Completing a report does not constitute a "FILED" report. Click the "File other schedules.
Report” button to file the report with the Maine Ethics Commission.
=> & Add New © Amend Oid © View /Print % File
Transactions Transactions Report Report
bl
@j é e Inkernet
1. In the upper left hand corner of the screen you can see the drop down menu for

this report. Use this menu to navigate within the report.

2. Selecting a schedule from the drop down menu will always bring you to the
“Add New Transactions” screen for a schedule.

& Add New
3. You can also check M the box next to the schedule and click .




Entering Contributions — Schedule A (privately financed candidates only)

2 Welcome to the Public Campaign Finance Page for the State of Maine - Microsoft Internet Explorer
Liks b Ethics Comm b Maine.gov b Agencies &) MRSA &) Tide 21- b Agency Rules b Ind. Ag. Rules ] Google

Fle Edt Wiew Favorites Tools Help

Mr. John Q. Candidate
6-Day Pre-Primary
Campaign Year 2006

\ﬂ |EL| AR ) Sesrih ‘v;t( Favorites ) % T Address | &] hitps:isecure. mainecampaignfinance. com{CANICan__contributor . aspPyiew=idd v| B s
Favarites ~
% Home © Help © Logout # Change Password v Popup Help
3 List of Cantributers - Microsoft Internet... [= | ©1|[B€]
Select a Contributor
ey \ . s
Enter Cash Contributions ) ERCe
e Itemize all cash contributions from contributars who have given you more than $50 per election. Contributions mf - rce in
0 Mary Shelley
any election. The primary and general elections are considered separate elections.
| Selet_| [ _Cancel |
® For cash contributions $50 or less, please select "Contributors giving $50 or less" as a contributor type and entd 0 or

less.

Date Received: 05/15/2006 Through 6/1/2006
Contributor Type: Other Individuals v

Amount ($): 100

Apply Contribution to Election: @ pPrimary O General O Previous Debt

Click on the icon to see a list of contributors, Select a contributoer. If a contributor is not listed, you will have to enter al
automatically be added to the list. .

Apply this Contribution to: & A New Contributor O An Existing Contributor

Contributor Name:

CCCEELLLLLLLLTY

Mary Shelley
- First Narne MiddleHame LastName
Contributor Address: 14 Gothic Lane
Contributor City: Augusta state ME Zip Code 04330
Occupation: Writer
Employer: Seli-amployed|
([ save | ( Reset | 4ReportMenu‘
&l

reporting period.

contributor.

contribution screen will appear.

Click on this arrow icon Iﬂ

to select previously entered
contributors.

The contributor information
is automatically entered.

This feature will save you
time and reduce errors.

Enter the date of the contribution. The date to the right is the end date of the
Select the contributor type and enter the amount and information about that

When you have finished entering the contribution, click 522 and a new blank

Note: Entering in-kind contributions on Schedule A-1 is similar to entering cash

contributions.




Entering Expenditures — Schedule B
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‘A Welcome to the Public Campaign Finance Page for the State of Maine - Microsoft Internet Explorer
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atomatically be added to the list.

Home © Logout # Change Password v Popup Help
name of Payee or Creditor
Schedule B Expenditures for Mr. John Q. Candidate 31 st DB oL
6-Day Pre-Primary ~ =
O Acme Media
Campaign Year 2006 L
Expenditures
Each expenditure made or authorized during the reporting period is itemized and entered by using one of the 20 codes, that
does not clearly fit within the other 20 codes. If "Other" is used, you must fill in the "Remark" section. & small number of onto
be completed hefore entering the "Expenditure Amount™,
Date expenditure made or authorized: 05/01/2006 Elperiod Through 6/1/2006(mm/dd/yyyy)
Select Type: O company © Individual
Select Payee Type: & New Payee () Existing Payee
Click on the Icon to see a list of Payees. Select the payee. If a payee is not listed.You will have to enter all of the information only ohce. The payee will

A hittps:Asecure. mainecempalgnfinance.... [= | = ]

[ save | [ Reset | (ReportMenu|

Name of Payee or Creditor: Armand Jean duPlessis @ T e e T AT T A a e A e e a e a  A a T
Firstharne MiddleNarme Lastiame H

Type of Expenditure: CNS—Campaign consultants W H Click on this arrow icon

Remarks: Message develapment ¢ to select previously entered

Expenditure Amount ($): 200.00

payees.

The payee information is
automatically entered.

This feature will save you
time and reduce errors.

&)

S & Inkernet

Enter the date of the expenditure.

reporting period.

The date to the right is the end date of the

Select the appropriate buttons to describe the payee and finish entering the
information about the expenditure.

When you have finished entering the expenditure, click 222.) and a new blank

expenditure screen will appear.

Sessssnsnsnssssnsnnnnnnannnnat




Entering Loans and Payments — Schedule C (privately financed candidates only)

3 Maintain Schedule C List - Microsoll Internel Explorer I
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. : 1
= Home = Change Password « Popup Help 1
Schedule C LoansiLoan Payments for Mr. John Q. Candidate ! TO enter a Ioan’ SEIECt'SChedL"e C on 1
' the report menu and click 1
G-Day Pre-Primary ! 1

Enter Payment, Edit and Forgive Loans 1
% Add New 1
F_Eﬂnr e Dat N Drriginal Amount Amuunt Current History ! !
Ty g g B Balance Repaid Forgiven palance Details : 1
trabem e 5472006 Big Bank $1,000.00 L o 1000 Shuw I . . . . l

= = = Fill in the loan information.

. 1
< Search | T Top | 4 Pagetp | 7 Pagem | L 6t | o Weporthm | 1 !
2 Navigatica Help 1 If you haven’t made a payment yet, :
| you're done. 1
1

1
Step 1 ' :

1
T " & click , To enter a loan payment, select 1
10 enter a payment, clic 1 Schedule C on the report menu and :
WEMEr 1 this is the first I click i
payment, you will get a screen f :
that says “no records found, ! S A X
click 49| on that screen. 1 '

B B 1 L .

That will bring you to Step 2. , This will bring you to [Step 1|. :
&1 £ B ineerret L 4
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Menu = Help X

andidate:Me. John 0. Candidate

G-Day Pre-Prunay
Campaign Year 2006

Ste 2 Lowan Bepaviuents
) A Date Report kel Payment Type Amaunt Current Balonce
Enter the information
o5azs B -y Pro-Primary 1000 Rnpayment 260

about the payment and

—_— o~ sk | | ssve | | Haport Mecs|
P Save
hit l8a2e ) |5 you have v
finished entering loan
. [ Back |
payments, hit by
3 Maintain Schedule CList - Microsalt Infornet Explarar
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Menu Home i *Logout % Change Password | Popup Help
Schedule € Loans/Loan Paymentsﬁ Mr. John Q. Candidate
6-Day Pre-Primary
Enter Payment, Edit and Forgive Loans
Ei "
poymen/ et Lanm bate Nam R | B | & | B | B
Exer Edn | 5/4/2006 Rig Bank &1,000.00 250 n 750 She. ‘\ Ste 3
- T v | ® - . [ Back | .
o] [Rivew ] Wiieigwi] Cirigevw] eeai] Sneemes| After you hit i) you will
2 Mavigation Helg

get this screen. If you click

Loan Repayment Summary

Date Repart Amount Repayed A/

S0 2006 & Day Pre-Primary $250 H iStOry
Loan FDIQWEI’I Summary Detal IS
Date Report Amount Fergiven
you will see all transactions
for this loan.
& S B et




Entering Debts and Obligations — Schedule D
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Menu % Home Help

If you have any unpaid
debts and obligations,
select Schedule D
from the report menu
and click

© Add New
Transactions

Schedule 0 Unpaid Debts and Obligations Mr. Jahn Q. Candidate
6-Day Pre-Primary
Campaign Year 2006
Thpand Debts And Obligations
List unpaid bils at close of this penod, List bills previously repartad if still unpaid, Do not indude actual expendituras on this schedule, <
Date OF Obligation: pa262006 Slrerion Through 612006 (mm/dd/yyyy)
Creditor Name: Acme Frining
Creditor's Address: |23 Covote Drive
Clty: | Tuscon
State: AZ
Tip: 84521
Description: Faim cards
Amount ($): 300
Save | | Anaet o
&1 =

Enter the information
about the debt or
obligation.
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Menu

F Campaion
6-Day Pre-Primary

Date Received

0 Wokcome to the Public Campalgn Tinance Page for the State

Ble Edt Wew Fgoedes ook Hel
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ip SProperty ¥ fiar Mr. John Q. Candidate

Equipment and Property Inventory List

Equipment Amuunt Enter Sale/Transfer

A

< Search | Addimestory | 7 Top | . Pagelp | 7 PageDa | T End | © Report Wenu |

Maine - Microsoft Internet [xploror
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Schadule F Property Inventary for Mr. John Q. Candidate
G-Day Pre-Primary

shotocoien automabde, ets, Exdude signs, stationary, campasn |Rerature, ke

® List all CAMOaign eOUIDMENE or Droperty that has been soid or donated to charitable or educational organzations. Enter sales price of fair market
or transfar. Enter value of donation if em given to charitable institution or educational organizatian.

&1 Description of Broperty: ntsrfinsscannan
Purchase price or estimated value when acquired ($):  $500.14 <
Falr market valug {at elose of this reparting perind) ($): | $3200

_ar it

Campaign Year 006

Ongoing Inventory of Campaign Froperty

at cdase of this penad. Thems must be issed unkl Aggregate fair market vales i5 $50 or loss or  until fom is sald

pms With an Aggregate vales in exon
may be converted to personal use and i not exdusive to the campaion such a2 a computer, telephonefa,

farred. Include only equipmant or pro

value for a sale

Date Recelved or Date Purchased; Perind Through 6/ 1/ 20060 mm; ddfywyy)

Step 1
If you bought campaign
equipment, select

Schedule E from the
report menu and click

© Add New
Transactions
to get to this screen.
Then click

" Add Inventory |

| Bpdate | | Oietn | | _Hesst | | Roport Moo

5 4 intemet

Step 2

Enter the information
about the equipment
and click

[ update |




Reviewing Schedule F — Summary of Campaign Activity

23 Welcome to the Publi
Eile  Edit

Miew

Favarites

¥ & @&

ampaign Finance Page for the State of Maine - Microsoft Internet Explorer

Tools  Help

O s 2)
) smarch ¢ Favaries &

Liks §b Ethics Comm b Maine.gow b Agences @] MRSA &|Tile21-4 B Agency Rules b Ind. Ag. Rules &) Google

@ T Address @:Ihttps:Hsecure.mainecampa\gnfinance‘comICAN,iEnter_Rece\pt_Summary"asp7Report_ID=42707&rpttypeid=&mode=add A E: Go

-

N

b

&

L]

Schedule F Sumnary Section for Mr. John Q. Candidate
5-Day Pre-Prunary

Campaign Year 2006
Receipt Summary Section

CASH ACTIVITY

. Cash Contributions This Period{ Total Of All Schedule A Pages)

. Loans This Period (Schedule C,Column 2)

Sale Of Campaign Property This Period(Schedule E,Part 11,Col.1)

. Other Cash Receipts This Period(Interest Etc.)

. Total Receipts This Period{Lines 1+2+3+4)

o

. Expenditures This Period{Total Of All Schedule B Pages)

5y

Loan Repayments This Period{Schedule C,Column 3)

@

. Total Payments This Period{Lines 6+7)

OTHER ACTIVITY THIS REPORTING PERIOD

9, In-Kind Contributions This Period(Total Of All Schedule A-1 Pages)

10. Total Unpaid Debts At Close Of Period (Total All Schedule D Pages)

11. Total Loan Balance At Close Of Period{Schedule C,Column 3)

CASH SUMMARY FOR PERIOD

12. Cash Balance At Beginning Of Period{Schedule F ,Line 15 From Last Report)

13. Plus total Receipts This Period {Line 5 Above) +

14. Minus Total Payments This Period (Line 8 Above) -

15. Cash Balance At End Of Period

| Report Menu

& Done

TOTAL FOR THIS TOTAL FOR
PERIOD CAMPAIGN
$350.00 $350.00
%1,000.00 $1,000.00
$0.00 $0.00
$0.00 $0.00
$1,350.00 %1,350.00
$0.00 $0.00
$250.00 $250.00
$250.00 $250.00
$250.00 $250.00
s300.00 | I
$750.00 | IR
$0.00
%$1,350.00
$250.00
= $1,100.00
S @ mternst

they are right.

period matches the cash balance on Schedule F.

Click on IEIZIIIZIN.

Before you file your report, review the totals on Schedule F to make sure that

Verify that the balance in your campaign account on the last day of the report




Filing Your Report

3 Walcome to the Public Campaign Finance Page for the State of Malne - Microsoft Internat Explorer

Fle Ed Yew Fgworbes Jook  Help B BhicsComm B Manegov B Agences ] MRSa ] T 214 B BoencyRules B Ind. Ag. Ruks 48] Googe

o sch Favoetes ) ﬁ"

-

] harps: jsecure manetanpanance comfRepatiens s iityes = maesert_Daazry v [E] 6o

Joln Q. Candidate

6-Diary Pre-Prumay
Campaign Year 2006
setect one Schedule o 2 e (0 ier enter iew aSaclions of 1o amnend presously ente e Tiansactions, Al

Indormation will be stored and the raport will be "I progress” il you file the report. You may also use ihils page 12
wew or prind Schedules.

Status: In-Progress
[ selectan < _

Cover Page s

Interact Earnad S5

schedule & Cach Contributions N

schedule &-1 In Kind Contributions S
schedule B Expenditures <
schedule © Loans{Loan Repayments ~ ’
schedule 0 Unpaid Debts And Obligations SHS /

Schedule E Campaion Equipment/Property Inventory ~

ODODO0OO0OO0OOO0OO0OO

Schedule F Summary Section .

Completing a report does not constitute a "FILED" report. CJrc’h the "File
Report” button to file the report with the Maine Ethlcs{&émmission.

N
~
& Add New = Amend Old ® View /Print % File
Transactions Transactions Report Report

2] tone

-

Step 1

When you are ready
to file your report,
click

i File
Report

If you want to view or

print the entire report \
before you file it, check \
™ “Select All” and click )

© View /Print /
Report e

Microsoft Internet Explorer

Are vou sure that you have completed all necessary sections of the report to be Fled?

OFK - Continue,
Cancel - Return and edit report,

is b Dthics Comm b Manegow 8 Agences ] MRSA ] Tde 214 8 Apency Rules b Ind. Ag. Rules ] Google

& - &

Sesrch Favertes )

Step 2

This pop-up box
will appear.

A

Click OK.

s

T T ngort_ided ¥ (=3

(Welcome to the Campaign Finance Electronic Filing System Site
o-Iray Pre-Primary Report
For
AMr. John ). Candidaie

WARNING:  Ounly Authorized users can file a report. Please enter your login password.

Enter Pasrward

Step 3

Enter your
password and click

. File Report

A

S ® treerner

-10 -




Verifying That Your Report Has Been Accepted

<A Filed Report Receipt - Microsoft Internet Explorer
File Edt Yew Favorites Took Help Lirks b Ethics Comm b Maire.gov 8 Agencies @] MRSA & Tile21-n  fb Agency Rules b Ind. Ag. Rules &) Google "

QBaik M ) | |ﬂ \EL‘ _,‘J / ) Search :\7’ Favorites d:—“ =" @ " address €] https:/isecure. mainecampaignfinance. comFrames1 asp?Rpt2Fle=22385trComments=aemail= [ aGn

T O T R PR T e

AINE

elcome to the Campaign Finance Electronic Filing System Site

FILED REPORT RECEIPT

CANDIDATE NAME: Mr. John Q. Candidate
USER CODE: CAN1911
E-MAIL ADDRESS: jcandidate@yahoo.com
REPORT TITLE: 6-Day Pre-Primary
FILED DATE: 05/15/06,1:46 p.m. EST

Return to Home Page Print Page

A confirmation e-mail will be sent to the address listed above.

NOTE: The Ethics Commission recommends printing this receipt for your
records.

& Dene S & Internet
 —

This screen is your verification that your report has been filed with the
Commission.

We recommend that you print this page for your records.

CIICk Return to Home Page

-11 -




Return to Your Home Page

Welcome to the Public Campaign Finance Page for the State of Maine - Microsoft Internet Explorer

File  Edt Yew Favorites ook Help

Links fb Ethics Comm b Maine.gov b Agencies &) MRSA & Title 21-4 B Agency Rules b Ind, Ag. Rules ] Google
. N N = : : You can now see that your
Qo - @ ¥ B Pt @ - e [Bpmisecre manecampaiginnce cominnepage.p v|Eso home page has changed
I ——.

The date and time that
AINE v

your report was filed is now
Welcome to the Campaign Finance Electronic Filing System Site

listed.

% Menu © Home © Help % Logout % Cha
5/15/2006
Home Page for Mr. Joln Q. Candidate
CAMPAIGN YEAR 2006
REPORT TYPE REPORTING PERIOD DUE DATE DATE FILED STATUS LAST MODIFIED

X . . 05/15/2006  Filed 5/15/2006 =

Candidate Registration 1:47 p.m.EST b
. 11/3/2004 to 6/1/2006 6/7/2006 05/15/2006  Filed 5/15/2006 = . . .

6-Day Pre-Primary T hiaTES ~ \ There is also a printer icon
42-Day Post-Primary 6/2/2006 to 7/18/2006 7/25/2006 now
6-Day Pre-General 7{19/2006 to 10/26/2006 11/1/2006 )
42-Day Post-General 10/27/2006 to 12/12/2006 12/19/2006 =
24-Hr Report of Late Contributions and Expenditures N/A MULTIPLE

Please click on the following buttons to Download schedule informations in excel format.

: b i} " If you click on this icon,
Download Contril al = Centribution &1 | Download Expenditure B | you will be able to view
and print the report.

v
&] Done S @ Internet

2l Welcome to the Public Campaign Finance Page for, the State of Main:

licrosoft Internet Explorer,

Fie Edt Wiew Favarites Tools  Help Links fb Ethics Comm 8 Maine.gov b Agencies &) MRSA &] Tile21-A B Agency Rules B Ind, Ag. Rules ] Google

Gﬁack > ] Iﬂ ﬂ Wl sarth ¢ Favores 8 & %

u

nddrass | &] https:fjsecure. mainecampaignfinance. com/ReportMaine. asprpitypelD=2238Report_ID=4270 | [£] &0

Menu © Home Help ® Logout # Change Password ~' Popup Help

To view or print the

whole report, check ¥ John Q. Candidate
“Select All.” 6-Day Pre-Primary
Campaign Year 2006
Or you can view or

print an individual

Select individual schedules or click “Select All" to view and print the entire report.

Status: Filed
schedule or a group of select all Amended
schedules by checking // Cover Page

M those schedules. \ [l Interest Earned

Schedule & Cash Contributions
Then click

® View /Print
Report i

Schedule A-1 In Kind Contributions
Schedule B Expenditures

Schedule C Loans/Loan Repayments
Schedule D Unpaid Debts And Obligations

Schedule E Campaign Equipment/Property Inventory

ule F Summary Section

€] Done S @ meernet
—
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